CHAPTER 3m 


Application Software 


T doorbell rings on Saturday cee 
aflernoon, Surprised to see 

the mail carrier after opening 

the door, she hands you a huge 
stack of mail. She jokes about 

the quantity and that you are so 
popular the mail no longer fits 


ilbox. Sifting through 
your bank 
k back when 


it took hours to balance a statem 


the pile, you not 


statement and th 


"Today, so much has changed. Checkbook registers are 
a thing of the past. Every other day you connect to the bank 


and copy your personal account transactions from the bank's 


computer to your computer. Your computerized checkbook 
balance always is up to date, It shows cleared cheeks, ATM 


nls, 


withdrawals, debit card transactions, and automatic pay 
Statement reconciliations literally take minutes. 

‘The online payment feature also saves you 
time. Your bank automatically transfers the specified. 
funds on certain dates from your checking account 
to the payees’ accounts, assuring accurate and 
" 
ail, you see an advertisement from 


timely bill pay 


In the 
your checkbook software vendor. Their new software 


ineludes tax preparation capabilities 


Now you can get help organizing and filing taxes 


electronically. This could mean no more endless 
days completing tax forms, You wonder what 


might be next to help save you time, 
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APPLICATION SOFTWARE 
TII Application software, also 


called a software application or an 
application, consists of programs 
that perform specific tasks for users. 
Application software is used for a 


OBJECTIVES 


-— 0 variety of reasons: 
Alter completing this chapter, 1. As a productivity/business tool 
you will be able to: 2, To assist with graphics and 
multimedia projects 
* Define aplication software 3. To support household activities, for 
EE sistem sitter personal business, or for education. 


4. To f 


interacts with application software tate communications 


‘Identity the role ofthe user interface ‘The tabl 


igure 3-1 cale- 


eran Foto srt esee zorizes popular types of application 
application software by their general use. You 
likely will find yourself using software 
Urea used products. from more than one of these categories. 
and explain key features of 
Droductity business software 


applications, graphic design’ 
‘multimedia software applications, 
‘home/personal/educational software 
applications, and communications 
software applications 


‘Identify various products avaiable 
as Web applications 


‘Describe the learning aids available 
‘with many software applications 


CATEGORIES OF APPLICATION SOFTWARE 


‘These four categories are not mutually 
exclusive. For example, 1 
program is a communications tool and. 
a productivity tool. A software suite 
is a productivity tool that also can 
include Web page authoring software. 
Both home users and business users 
have legal software. 

A variety of application software 
is available as packaged soltware 
that you can purchase from software 
vendors in retail stores or on the Web. 
A software package is a specific 
software product, such as Microsoft 
Word. As discussed in Chapter 1, 
many software packages also are. 
available as shareware, freeware, 

ind public-domain software. These 

packages, however, usually have 
fewer capabilities than retail 
soliware packages. 


* Groupware 
* Videoconferencing. 


Figure 3-1 This table outlines the four major categories of popular application software, You probably 


vill use software from more than one of these categories, 


The Role of the System Software 


Like most computer users, you 
probably are somewhat familiar with 
application software. To run any 
application software, however, your 
computer must be running another 
type of software — system software 
As deseribed in Chapter 1 
system software consists of programs 
that control the operations of the 
and its devices. As shown 


comput 
in Figure 3-2, system software serves 
as the interface between the user 
the application software, and the 
computer's hardware. One type of sys- 


tem software, the operating y 
contains instructions that coordinate 
all the activities among computer 


APPLICATION SOFTWARE 


hardware devices. The operating 
system also contains instructions that 
allow you to run application software 

Before a computer ean run any 
appli ali 


system must load from the hard disk 


on software, the ope 


(storage) into the computer's memory 
Each time you start the computer, the 


operating system loads, or copies, into 
memory from the computer's hard 
disk. Once the operating system 
loads, it tells the computer how to 
perform functions. These functions 
include controlling computer 
and transferring data amon 
output devices and memory. 


input and 


While the computer is running, 
the operating system remains in 


memory. The operating systes 


APPLICATION. 


SOFTWARE 


SYSTEM, 
‘SOFTWARE 


| 


continues to run until power is, 
removed from the co 


puter 

Another type of system software. 
is a utility program. A utili 
program, also called a utilit 
type of system softwan 
a specific task, usually related to 


hat performs 
managing a computer, its devices, or 
its programs. One utility that every 
computer should have 
program. An antivirus program is 
2 utility that prevents, detects, and 
puter’ 


memory or storage devices, À v 


is a program that copies itself 
other progr 


»s and spreads through 
multiple computers. Some malicious 
programmers intentionally write virus 


programs that des upt data 


Figure 3-2 The user Interacts with the system software or with the application software to control the hardware. 


Virus Alert! 

The number of computer viruses devel- 

oped each day is astounding. Viruses 

can range from simply annoying ones to 
downright disastrous ones. If you read. 
e-mail attachments, access shared fies, 
insert disks into your compuler, or 
download software from the Internet, 
you eventually will encounter a virus. 

Consider the following tips for prevent- 

ing virus infections: 

* Use a high-quality anti-virus. 
program, and be sure to update it 
regularly. Use it to scan any files, 
programs, software, or floppy disks 
before you use them on your 
computer. 

Do not start your computer with a 
floppy disk in drive A, unless itis an 
uninfected rescue disk (see Chapter 
9. 

Stan all floppy disks and Zip? disks. 
Scan every fle on the disk, not just 
the program files. Do this even for 
shrink-wrapped software. 

‘Scan all files you download from the. 
Internet. 

Scan Word or Excel e-mail attach 
‘ments before you read them. Itis 
best first to copy these attachments 
1o a floppy disk. Some e-mail 
programs automatically open 
attachments. Disable this function 
within your e-mail program, 

* Make backups of everything. 


Ityou think your computer s infected, 
take special note ofthe following points: 
* Do not pani. 
* Do not erase or format everything 
in sight. You may lose valuable 
information. iis very likely that the 
virus is only in a few places on your 
computer and may be removed 
easily withthe right anti-virus 
program. 
+ Keep a record of all your steps. 
iti help you to be thorough and 
will save you from duplicating work 
For more information on learning 
about and preventing computer viruses, 
visit the Discovering Computers 2002 
‘Apply it Web page (stsie.com/dc2002/ 
apply.htm) and click Chapter 3 Apply 
ma 
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on a computer. When you purchase a 
new computer, it often includes an 
antivirus software program (Figure 
3-3). Chapter 8 discusses other 


commonly used utility prog: 


The Role of the User Interface 


You interact with software. 
through its user interface. The user. 
erface controls how you enter data 


or instructions and how information 
displays on the sereen. Many of 
today’s software programs have a 
graphical user interface. A graphical 
user interface (GUI) combines text, 
graphies, and other visual images to 
make software easier to use. 

In 1984, Apple Computer. 
introduced the Macintosh operating 
system, which used a GUI. Many 
software companies recognized the 
value of this easy-to-use interface and 
developed their own GUI software. 
jost widely used GUI personal 
computer operating system is 
Microsoft Windows. 


Today's 
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Starting a Software Application 


Both the Apple Macintosh and 
Microsoft Windows operating systems 
use the concept of a desktop to make 
the computer easier to use. The 


desktop is an on-screen work area 
that can display graphical elements 
such as icons, buttons, windows, 
menus, links, and dialog boxes. The. 
Windows desktop shown in Figure 
4 contains many icons and buttons. 
An icon is a small image that 
displays on the sereen to represent a 
program, a documen 
object. A button is a graphical 
element that you activate to cause 
a specific action to take place. For 
‘example, one button may start the 
Web browser and another may start 
an e-mail program, Buttons usually 
are rectangular or circular in shape 
One way to activate a button is 
to click it with a mouse. As you move 
the mouse, the pointer on the sereen 
also moves. The pointer is a small 
symbol on the screen. Common pointer 
shapes are an I-beam ( ] ), block 
arrow (Is). and pointing hand ( 
‘To elick an object on the screen, you 
move the pointer to the object and 


‘or some other 
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Figure 3-3 An antivirus program prevents, detects, and removes viruses fram a computer's 


memory or storage devices. 


then press and release a hutton on 
the mouse. 
‘The Windows desktop contains 


a Start button in its lower-left corner. 
You can use the Start button to start 
an application. When you click the 
Start button, the Start menu displays 
‘on the desktop. A menu contains com- 
mands you can select, A command 


[asewe) co | 
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is an instruction that causes a con 
puter program to perform a specific 


Some menus have a submenu. 
A submenu is a menu that displays 
when you point to a command on a 


previous menu. As shown in Figure 
5, when you click the Start button 


and point to the Programs command 


Figure 3-4 This Windows desklop shows a varity of icons and buttons. 


H 
i 


Figure 3-5 This figure shows the Start menu and the Programs and Accessories 
submenus. Some commands in menus are followed by a right arrowhead (pe), 
which indicates a submenu of additional commands exists. 


on the Start menu, the Programs 
submenu displays. Pointing to the 
Accessories command on the 
Programs submenu displays th 
Accessories submenu. Notice that 
the Accessories submenu contains 
several applications such as 
Calculator, Paint, and WordPad. 


PAUL ALLEN 


Owning the Portland Trail Blazers and 
the Seattle Seahawks may seem unlikely 
investments for an individual who helped 
create one of the world’s largest computer 
‘companies. But for Microsoft co-founder 
Paul Allen, these NBA and NFL franchises 
are opportunities to showcase his savy 
business skis. So are Allen's 140 other 
diverse technology, entertainment, and new 
media enterprises. He is chairman of Vulcan. 
Northwest, owns a 24 percent equity stake 
in Dreamworks SKG, and is responsible for 
Experience Music Project, a shrine for 
electric guitarist Jimi Hendrix He also 
shares his expertise with the community 
through his six charitable foundations. 

Allen met Bill Gates when they attended 
high schoo! together in Seattle inthe late 
1860s. Allen was working in Boston in 
1875 as a programmer at Honeywell when 
he saw an advertisement for the frst 
microcomputer. He went to Gates’ dorm 
room at Harvard and convinced Gates to 
help him develop software for this machine. 
Their creation laid Microsoft's foundation, 

‘Allen became the company's head of 
research and new product development 
and helped bring many of the company's 
highest-profile products to market. Today 
he serves as a senior strategy adviser to 
top Microsoft executives. 

For more information on Paul Allen, visit 
the Discovering Computers 2002 People 
Web page (sesite.com/de2002/people.htm) 
and click Paul Allen. 


You can start an application by 
clicking its program name on a menu 
or submenu, Doing so instructs the 
operating system to start the applica- 
tion by transferring the program's 
instructions from a storage medium 
into memory. For example, if you 
click Paint on the Accessories 
submenu, Windows transfers the 
Paint program instructions from the 
computer's hard disk into memory. 
Once started, an application. 
displays in a window on the desktop. 
A window is a rectangular area of the 
sereen that displays a program, data, 
and/or information. The top of a 
window has a title bar, which is a 
horizontal space that contains the 
window's name. Figure 3-6 shows the 


Paint window. This window contains 
an image that has been photographed 
with a digital camera 
In some cases, when you 
instruct a program to perform an 
activity such as printing, a dialog box 
displays. A dialog box is a special 
window a program displays to provide 
information, present available options, 
or request a response (Figure 3-7 
For example, a Print dialog box gives 
you many printing options such as 
specifying a different printer, printing 
all or part of a document, or printing 
ultiple copies. 
Many applications use shortcut 
jenus, A shorteut menu, also called 


a context-sensitive menu, is à menu 
that displays a list of commonly used 
commands for completing a task 


related to the e 
selected item, 


rent activity or 


option buttons 
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Figure 3-7 This Print dialog box shows 
objects common to many dialog boxes, 
such as option buttons, text boxes, check. 
boxes, and command buttons. 


command 
buttons 


Figure 3-6 The Paint program displays in a window on the desktop. Paint is an application included 
with Windows that allows you to work with, manipulate, and print graphical images. Many 
applications contain a toolbar, which isa row or column of buttons for commonly used tasks. 


Print 
dialog box 


check box 


Many elements shown on the 
previous pages, such as icons, butions, 
and menus are part of the graphical 
user interface (GUI). One of the major 
advantages of a GUI is that these 
elements usually are similar across. 
most applications. Once you learn 

the purpose and functionality of 

these elements, you can apply that 
knowledge to other software 
applications. 


POPULAR PRODUCTIVITY SOFTWARE PACKAGES 
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PRODUCTIVITY SOFTWARE 


Productivity software is software 
that assists people in becoming more 
effective and efficient while performing 
daily activities. Productivity software 
includes applications such as word 
processing, spreadsheet, database, 


presentation graphics, personal 
information manager, software suite, 
accounting, and project management. 
Figure 3-8 lists popular software 
packages for each of these appli 
tions and the following sections 


discuss the features and fun 
of these applications. 


Software Application Popular Packages 


‘Word Processing 


“+ Microsoft Word 


++ Corel WordPerfect 
++ Lotus Word Pro 
"+ Microsoft Pocket Word 


Spreadsheet 


Microsoft Excel 
Corel Quattro Pro 
Lotus 1-2-3 

Microsoft Pocket Excel 


Microsoft Access 
Corel Paradox 


Microsoft Visual FoxPro 
Oracle 


Personal Information Manager. 


* Lotus Approach. 


Microsoft Outlook 
CorelCENTRAL. 


Lotus Organizer 
Palm Desktop 


Microsoft Office 
Corel WordPerfect Suite 
* Lotus SmartSuite 


Intuit QuickBooks 
Peachtree Complete Accounting 


Figure 3-8 Popular productivity software products. 


COMPANY ON THE CUTTING EDGE 


Micresoft 


Productivity Software Gives 
Directions 


It someone asks "Where do you want to go. 
today? you might answer, "Microsoft." 
Indeed, Microsoft attributes its worldwide 
success to helping customers achieve their 
goals. Whether these people need help 
creating a letter, organizing ther data, or 
playing a game, Microsoft supplies top- 
rated software to help them ‘any time, any 
place, and on any device. 

Bill Gates, Microsofts current chairman 
and chief software architect, founded the 
company in 1975 with Paul len, his for- 
mer schoolmate. Today, the Redmond, 
Washington-based corporation employs 
nearly 40,000 people and has subsidiary 
offices in more than 55 countries. 

Ninety-five percent of personal comput- 
stun at least one Microsoft application, 
making the company the world’ leading 
productivity software developer. Equally 
popularis its family of operating system 
software, including Windows 2000. 
Professional for business customers and 
Windows Milennium Edition for consumers. 
Several milion users across the globe. 
lise MSN, which includes internet access, 
Hotmail e-mail, and instant messaging 
Microsofts games, especially ight 
Simulator and Age of Empires, are best- 
sellers. The corporation also is making 
technological advances in the television, 
wireless, and small business fields. 

For more information on Microsoft, visit 
the Discovering Computers 2002 Companies 
Web page (scite com/dc2002/companies hm) 
and click Microsoft 


lord Processing Software 


Word processing software is 
one of the most widely used types 
of application software, Word 
processing software, sometimes 
called a word processor, allows 
users to create and manipulate docu- 
ments that contain text and graphics 
(Figure 3-9). Millions of people use 
word processing software every day 
to develop documents such as letters, 
memos, reports, fax cover sheets, 
mailing labels, newsletters, and 
Web pages. 
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Word processing software has 
many features to make documents look 
professional and visually appealing. 
‘You can change the shape and size of 
characters in headlines and headings, 
change the color of characters, and 
organize text into newspaper-style 
columns. When you use colors for 
characters, they will print as black or 
gray unless you have a color printer. 

Most word processing software 
allows you to incorporate audio clips, 
video clips, and many types of 
graphical images into documents. 
‘One popular type of graphical image 
is clip art. Clip art is a collection of 
drawings, diagrams, and photographs 
that you can insert into documents. 
Figure 3-9 includes eight clip art 
images related to camping. Some clip 


art is stored on your hard disk, a 
CD-ROM, ora DVD-ROM. In other 
cases, you access the elip art on the 
Web. 


All word processing software 
provides at least some hasic eapabili- 
lies to help you ereate and modify 
documents. For example, you ean 
define the size of the paper on which 
to print. You also can specify the 
‘margins ~ that is, the portion of the. 
page outside the main body of text, 
including the top. the bottom, and 
both sides of the paper. The word 
processing sofiware automatically 
re-adjusts text so it fits within the 
adjusted paper size and margins. 

Word wrap allows you to type 
words in a paragraph continually 
without pressing the ENTER key at 


document displays 


"The Perfect... 


...Outdoor Getaway 


in word processing 


'ampgroun. 


printed 
iocument 


Figure 3-9 With word 
processing sottware, 
you can create. 
professional and. 
visually appealing. 
documents. 
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the end of each line. With word 
wrap. if you type text that extends 
beyond the right page margin, the 
word processing software automatically 
positions text at the beginning of the 
next line. 

As you type more lines of text 
than can display on the sereen, 
top portion of the document moves 
upward, or scrolls, off the screen. 
Scrolling is the process of moving 
different portions of the document on 
the sereen into view. 

A major advantage of using 
word processing software is you easily 
ean change what you have written. 
You can insert, delete, or rearrange 


words, sentences, paragraphs, or 
entire sections. The find or search. 
feature allows you to locate all occur- 
rences of a certain character, word, or 
phrase. This feature in combination 
with the replace feature allows you 
to substitute existing characters or 
words with new ones. The word 
processing sofiware, for example. 
ean locate the word, secluded, and 
replace it with the word, remote, 
Current word processing paek- 
ages even have a feature that a 
matically corrects errors and makes 
word substitutions as you type text 
For instance, when you type the 
abbreviation asap, the word processing 
software replaces the abbreviation 
with the phrase, as soon as possible, 
Word processing packages 
include a spelling checker, which 
reviews the spelling of individual 
words, sections of a doc 
the entire document. The spelling 
checker compares the words in the 
document to an electronic dictionary 
that is part of the word processing 
software. You can customize the 
electronic dietionary by adding words 
such as companies, streets, cities, and 
personal names, so the software ean 
check the spelling of those words too. 
Many word processing software pack- 
ages allow you to check the spelling 
of a whole document at one time, or 
to check the spelling of individual 
words as you type them, 


PRODUCTIVITY SOFTWARE 


You also e; 


and footers into a word processing 


n insert headers dates are examples of items often 


included in headers and footers. 


document. A header is text that In addition to these basic fea- 
appears at the top of each page. A tures, most current word processing 
footer is text that appears at the packages provide numerous additional 
hottom of each page. Page numbers, — features. The table in Figure 3-10 


report titles, and lists these additional features. 


POPULAR WORD PROCESSING FEATURES 


correct 


E 


Collaboration 


Columns 


Grammar 
Checker 


Macros 


Mail Merge 
Tab 


Templates 


Thesaurus 


‘Tracking 
Changes 


Voice 
Recognition 


‘As you type words, the AutoCorrect feature corrects common spelling 
errors. AutoCorect also corrects capitalization mistakes, 


‘As you type the AutoFormat feature automatically apples formatting to 
‘your text. For example, it automatically can number alist or convert a 
"Web address to a hyperlink. 

Collaboration includes discussions and online meetings. Discussions 
allow multile users to enter comments in a document and read and reply to 
each other's comments. Through an online meeting, you share documents 
with others in real time and view changes as they are being made. 


Most word processing software can arrange text in two or more columns 
^o look similar to a newspaper or magazine. The text from the bottom of 
‘one column automatically flows to the top of the next column, 


‘You can use the grammar checker to proofread documents for grammar, 
wing styl, and sentence structure errors ina document, 


A macro is a sequence of keystrokes and instructions that you record 
and save. When you wish to execute the same series of instructions, 
execute the macro instead. 


Create form letters, mailing labels, and envelopes. 


Tables are a way of organizing information into rows and columns. 
Instead of evenly space rows and columns, some word processing. 
packages allow you to draw the tables, any se or shape, direct ito 
the document. 


‘A template is a document that contains the formatting necessary for a 
specific document type. Templates usually exist for memos, fax cover. 
sheets, and letters. 


With a thesaurus, you can look up a synonym (word with the same. 
meaning) for a word in a document. 


It multiple users work with a document, the word processing software 
can highlight or color-code changes made by various users. You also 
an add comments to a document, without changing the text itselt. 
Comments allow you to communicate with the other users working on 
the document. 


With some word processing packages, you can speak into the computer's 
microphone and watch the spoken words display on your scren as you 
‘talk. With these packages, you also can speak commands such as. 
editing and formatting the document. 


Most ward processing software supports Internet connectivity, allowing 
you to create, edt, and format documents for the World Wide Web. You 
automatically can convert an existing Word processing document into the. 
standard document format for the World Wide Web. 


Figure 3-10 Some of the additional features included with word processing software. 


IEVELOPING A DOCUMENT 


Many software applications, such as. 
wond processing, allow you to create, 
«elit, format, print, and save documents. 
During the process of developing a 
document, you likely will switch back 
and forth among all of these activities. 
Creating involves developing 
the document by entering text or 
aphical images. 
and performing other tasks using an 
input device such as a keyboard, 
mouse, or microphone. If you are. 
designing an announcement in 
Microsoft Word, for example, you. 
i 2 document 
Editing is the process of making 
nent’s existing 
content, «liting features 
include inserting, deleting, cutting, 
copying, and pasting items into a 
int. In Microsoft Word, you can 
insert (add) text to a document, such 
as listing additional facilities at a 
campground. Deleting is the process 
of removing text or other content. 


numbers, insertin 


docun 
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To cut involves removing a portion 
of the document and storing it in a 
temporary storage location called the 
Clipboard. Copying occurs when you 
duplicate a portion of the document 
and store it on the Clipboard, To paste 
items involves placing items stored on 
the Clipboard into the document 

When you format a document 
you change its appearance, Formatting. 


is important because the overall look. 
of a document significantly ean affect 
its ability to communicate effectively 


Examples of formatting tasks are 
changing the font, font size, or font 
style of text (Figure 3-11), A font is 
a name assigned to a specific design 
of characters. Times New Roman and 
Arial are examples of fonts. Font size 


specifies the size of the characters in a 
particular font, Font size is gauged by 
a measurement system called points. 
A single point is about 1/72 of an 
inch in height. The text you are read- 
ing in this book is 11 point. Thus, 
each character is about 11/72 of an 
inch in height. A font style adds 


‘emphasis to a font. Examples of font 
styles are bold, italic, and underline, 
While you create, edit, and 

format a document, the computer 
temporarily holds it in memory. Once 
you complete these steps, you may 
want to save your document for future 
saving is the process of copying 
a document from memory to a storage 
medium such as a floppy disk or hard 
disk. While working on a document, 
you should save it frequently. Doing 
much 


5o ensures you will not los 
work in case of a power failure or 
other system failure. Many applica- 
tions have an optional AutoSave 
feature that automatically saves open 
documents at specified time intervals 
Once you save a document, it 
exists as a file on a storage medius 
such as a floppy disk or hard disk. 
A file is a named collection of data, 
instructions, or information, To distin- 
guish among various files, each file 
has a file name. A file name is a 


unique combination of letters of 
the alphabet, numbers, and other 
characters that identifies the file 


Times New Roman-— 


Bold Italic Underlined 


12-Point 
Arial 

[ font st 
24-Point 


Arial 


Bold /talic Underlined 


Figure 3-11 The Times New Roman and Arla fonts are shown in two font sizes and a variety of font styles. 


The file name for the annour 
in Figure 3-9 on page 3.8 is 
Oaks. The title bar of the do. 


window usually displays a document's 


file 


Once you have created a 
document, you can print it many times, 


with each copy looking just 


first. Printing is the process of 


sending a fil 


o a printer to 


DEVELOPING A DOCUMENT 


neement 
Quiet 


output on a medium such as paper. 
ining a document and 
I the 


Instead of p 


cument — mailing it, some users 
document to others, That is, they send 
the document electronically to others 


on a network such as the Inter 


Many software applications 


like the 


support voice recognition. V 
also called sp. 


generale 


Figure 3-12 HOW TO DICTATE WORDS AND COMMANDS 


Step 1: 


capability of distinguishing spoken 
words, You speak into the computers 
microphone and watch the spoke: 


words display on your screen as you 
talk. You also can edit and format a 
document by speaking or spelling, 

2 shows how 


instructions. Figure 3- 
to dictate words and issue voice 
commands in Microsoft Word. 


Say, “Dictation” to instruct the 
program you wil be dictating 
Say, "Car for sae 


Sten 2: 

Say, "Voice Command" to instruct 

the program you vill be issuing 
commands. Say, "Center" 


Step 3: 
Say, "Font 


Step 4: 
& Say, “Algerian” and then 
say, "Font Size 


Step 5: 
Say, “Forty Eight” and then 
say, "Font Color 


Sten 6: 8 
Say, "Green". Then 
say, "End 


CAR FOR SAL 


CAR FOR SALE 


dsheet Software 


Spreadsheet sofiware is another 
widely used application, With 
spreadsheet software, you can 
organize data in rows and columns 
and perform calculations on this data, 
‘These rows and columns collectively 
are called a worksheet. For years, 
people used manual methods, such as 
those performed with peneil and paper, 
to organize data in rows and columns. 
In an electronic worksheet, you orga- 
nize data in the san 
manual worksheet. 


-13. 


Web Link 
For more information on. 
‘spreadsheet software, Visit tha. 
Discovering Computers 2002 
Chaplor 3 Wes LINK 
pago (sesite.com/dc2002/ 
eh weblinkchtm) and cick 
‘Spreadsheet Software 
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As with word processing soft- 
ware, most spreadsheet software has 
basic features to help you create, edit, 
and format worksheets. The following 
sections describe the features that are 
included in several popular spread- 
sheet software packages. 


SPREADSHEET ORGANIZATION A 
spreadsheet file is similar to a 
notebook with up to 255 related indi- 
vidual worksheets. Data is organized 
vertically in columns and horizontally 
in rows on each worksheet. Each 
worksheet typically has 256 columns 
and 65,536 rows. One or more letters 
identify each column, and a number 
identifies each row. The column 
letters begin with A and end with 
The row numbers begin with 1 and 


d 


with 65,536. Only a sinall fraction of 
these columns and rows displays on 
the sereen at one time. You scroll. 
through the worksheet to display 
different parts of it on your screen. 
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Figure 3-13 With spreadsheet software, you create 
worksheets that cantain data arranged in rows and 


A cell is the intersection of a 
column and row. Each worksheet has 
more than 16 million (256 x 65.536) 
cells in which you can enter data. The 
spreadsheet software identifies cells 
by the column and row in which they 
are located. For example, the inter- 
section of column C and row 5 is. 
referred to as cell C5. In Figure 3-1 
cell C5 contains the number, 5,092.50, 
which represents the Sophomore. 
‘Tuition & Books expenses. 

Cells may contain three types of 
data; labels (text), values (numbers), 
and formulas. The text, or label, 
entered in a cell identifies the data 
and helps organize the worksheet. 
Using descriptive labels, such as 
Room & Board, Tuition & Books, and 
Clothes, helps make a worksheet 
more meaningful. 


CALCULATIONS Many of the work- 
sheet cells shown in Figure 3-13 
contain a number, also called a value. 
Other cells, however, contain formulas 
that generate values. A formula 
performs calculations on the data 

in the worksheet and displays the 
resulting value in a cell, usually the 
cell containing the formula. When 
creating a worksheet, you can enter 
your own formulas. In Figure 
for example, cell C9 could contain 
the formula =CA4C5+C6+C7+C8 to 


calculate the projected total expense 
for the student's sophomore year. A 
much more efficient way to sum the. 
contents of cells is to use a function. 
included with the spreadsheet software. 
A function is a predefined 
formula that performs common caleu- 
lations such as adding the values in 
a group of cells or generating a 
value such as the time or date. For 
example, instead of using the formula. 
=C4+C5+C6+C74C8 to calculate the 
projected total expense for the student's 
sophomore year, you should use the 
function =SUM(C4:C8), which adds, 
or sums, the contents of cells C4, C5, 
Có, C7, and CB. Figure 3-14 is a list 
‘of functions commonly included in 
spreadsheet software packages. 


SPREADSHEET FUNCTIONS 
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MACROS Spreadsheet software 
and other programs often include a 
timesaving feature called a macro. A 
macro is a sequence of keystrokes 
and instructions you record and save. 
When you run the macro, it performs 
the sequence of saved keystrokes and 
instructions. Creating a maero can 
help save you time by allowing you 
to enter a single character or word to 
perform frequently used tasks. For 
example, you can ereate a macro to 
format cells or print a portion of a 
worksheet. 


RECALCULATION One of the more 
powerful features af spreadsheet soft- 
ware is its capability of recalculating 

the rest of the worksheet when data in 


a worksheet changes. To appreciate 
this capability, consider what happens. 


each time you change a value in a 
‘manual worksheet. You must erase 


the old value, write in a new value, 
erase any totals that contain calcula 
tions referring to the changed value, 
and then recalculate these totals and 
enter the new results. When working 
with a manual worksheet, accurately 
‘making changes and updating the 
affected values can be time consuming 
and may result in new errors. 

Making changes in an electronic 
worksheet is much easier and faster. 
When you enter a new value to 
change data in a cell, any value that 
is affected hy the change is updated 


V (rae, number of periods, payment 
NPY (rte, range) 

PMT (rate, numberof periods, present value) 

PY (rate, number of periods, payment) 

RATE (number of periods, payment, present value) 


‘Calculates the future value of an investment 
Calculates the net present value ofan investment 
Calculates the periodic payment for an annuity 
Calculates the present value of an investment. 
Calculates the periodic interes rate of an annuity 


DATE 
Now 
TIME 


Returns the current date 
Returns the current date and time 
Returns the current time. 


ABS (umber) 

INT (number) 

LN (number) 

LOG (number, base) 

ROUND (number, number of digits) 
SORT (number) 

SUM (range) 


Returns the absolute value of a number 
Rounds a number down to the nearest integer 
Caloulates the natural logarithm of a number. 

Calculates the logarithm of a number to a specified base 
Rounds a number toa specified number of digits 
Calculates the square root of a number 

Calculates the total of a range of numbers 


AVERAGE (range) 
COUNT (range) 
MAK (range 
MIN (ange) 
STOEV (range) 


Caloulates the average value ofa range of numbers 
Counts how many cells inthe range have entries 
Returns the maximum value in a range 

Returns the minimum value in a range 

Calculates the standard deviation of a range of numbers. 


IF (logical test value if true, valu if false) 


Figure 3-14 Functions typically found in spreadsheet software. 


Performs a test and returns one value if te result of the 
test is true and another value if the result is false 


TECHNOLOGILTRAILELAZER. 


DAN BRICKLIN 


The next time you use your calculator to 
balance your checkbook, think about Dan 
Bricklin. He used his Texas Instruments 
calculator constantly inthe late 1970s while 
developing VisiCal (Visible Calculator, the 
first electronic spreadsheet, i graduate 
school. He stil ouns that calculator, along 
"with the original VisiCalc code. 

Brickin and his friend, Bob Frankston, 
formed a company called Software Arts and 
programmed the Visiale prototype using 
Apple Basic on an Apple Il computer. The 
final version sold for $100 in 1979, and 
this small program included many of the 
features found in today’s spreadsheet 
software. VisiCal sil runs on personal 
computers, and Bricklin includes the 
prooram on his personal Web site (see 
URL below). 

Lotus Software purchased Software Arts 
n 1985. After serving as a consultant to 
Lotus, Bricklin turned his attention to start- 
ing a new company, Software Garden, Inc. 
and developing nev software that focuses 
‘on pen-based computing and interactive 
videoconferencing. Mis current venture, 
Tels, helps consumers and small busi- 
nesses create and edit documents for 
the Internet, 

For mare information on Dan Bricklin 
and the Web site mentioned above, vist the 
Discovering Computers 2002 People Web 
page (stsile.com/dc2002/people. hm) and 
click Dan Bricklin, 


CHAPTER 3 APPLICATION SOFTWARE. 


automatically and instantaneously. In. 
Figure 3-13 on page 3.12 for example, 
i you change the Room & Board 
xpenses for Sophomore from 3,454.50. 
to 3,554.50, the total in cell C9 
automatically changes to $10,169.50. 


Spreadsheet software's capability 
of recalculating data also makes it a 
valuable tool for decision-making by 
analysis, What-if 

is is a process in which you 
change certain values in a spread- 
sheet in order to reveal the effects 


of those changes. 


CHARTING Charting, another 
standard feature of spreadsheet 
software, allows you to display data 
in a chart that shows the relationship 
of data in graphical form. A visual 
representation of data through ch: 
often makes it easier for users to 
analyze and interpret inform 


lion, 


Three popular chart types are 
line charts, column charts, and pie 
charts, Figure 3-15 shows examples 
of these charts that were plotted from 
the data in Figure 3-13. Line charts 
show a trend during a period of time, 


as indicated by a rising or falling 
line. A line chart indicating college 
resources could show the total for 

each year the student attends college. 
Column charts, also called bar 
charts, display bars of various lengths 
to show the relationship of data. The 
bars can be horizontal, vertical, or 
stacked on top of one another, A 
column chart might show the college 
expense breakdown by category, with 
each bar representing a different 
category. Pie eharte, which have the 
shape of round pies cut into pieces or 
slices, show the relationship of parts 
toa whole. You might use a pie chart 
) each 


to show what percentage (p. 
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Figure 3-15 Three basic types of charts provided with spreadsheet software are line charts, 
column charts, and pie charts. The line char, column chart, and pie chart were created from 
the data in the worksheet in Figure 3-13 on page 3.12. 


resource category contributed to 
the total resources (whole) for a time 
period. 

Spreadsheet software also ine 
porates many of the features found 
in word processing software such as 
checking spelling, changing fonts 
and font sizes, adding colors, tracking 
changes, recognizing voice input, 
including audio and video clips, and 
converting an existing spreadsheet 
document into a format for the World 
Wide Web. 


Database Software 


A database is a collection of 
data organized in a manner that allows 
access, retrieval, and use of that data. 
Ina manual database, you might 
record data on paper and store it in a 
filing cabinet, With a computerized 
database, such as the one shown in 
Figure 3-16, the computer stores 

the data in an electronic format on 
‘storage medium such as a floppy 
disk or a hard disk. 
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IT! 


Today's software applications include many, many features that can improve your produce 
"ivt. So how do you lam about ll of these features? One option is to join a mailing ist 
and receive daily or weekly tips for an application or applications of your choice. Iis easy 
to subscribe to these newsletters. Just selec the topics you want iin your e-mail address, 
and click the Subscribe button. Some of the more popular Web stes providing this free 
service are as follows: 

* TipWorld (see URL below) offers dall tps. Tips on ths site are at limited to software. 
Other categories include music Iterature, cooking, business, sclence, personal finance, 
and entertainment, 

DurmiesDally (see URL below) offers daly eis. Simiarty to Tp Word, a variety of 
ategores, in addon to computers, are avalable. Some other categories include Sports 
and Recreation, Pets, and Investing 

CyberTips (see URL below) provides an option for hu often you receive tips — daly, 
three times a week, or once a week. In addition to the Computers category, you also 
will find Health and Fitness, Home and Family, Golf, and other categories. 
PCShowAndTell (see URL below) is somewhat different from the other above listed 
Services. This ite offers multimedia tutorials for more than 100 different software 
applications, vit a library of more than 35,000 tutors. Signing up fr their free 
meuisleter brings random weekly tips to your mailbox. Ten tutorials per product are. 
avallble fre of charge. The company charges a $15 yearly fee, which provides access 
to their ful library. 


"With the exception of PCShowAndTell expect to see sponsor advertising within the. 
newsletters you receive 

For more information on subscribing to an online tips serie andthe Web sites 
‘mentioned above, vst the Discovering Computers 2002 Apply t Web page (scsite.comy/ 
42002/apply.him) and click Chapter 3 Apply it £2. 
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Figure 3-16 This database contains two tables: one for items and one for suppliers. The Item table 
has 9 records and 6 fields; the Supplier table has 3 records and 3 fields. 


Database software, also called 
database management system 
(DBMS), is software that allows you to 
create, access, and manage a database. 
Using database software, you can add, 


change, and delete data in the data- 

base: sort and retrieve data from 

the database; and create forms and 

reports using the data in the database. 
With most popular personal 

computer database software packages, 


a database consists of a collection of 
tables, organized in rows and columns. 
A record is a row in a table that 
contains information about a given 
person, product, or event. A field is 
column in a table that contains a 
specific piece of information within 

a record. 

‘The Computer Warehouse 
database shown in Figure 3-16 on the 
previous page consists of two tables: 
an Item table and a Supplier table. 

‘The ltem table contains nine records 
(rows), each storing data about one 
item. The item data exists in six fields 
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(columns): item identification number, 
description, units on hand, eost, 
selling price, and supplier code. 
‘The description field, for instance, 
contains a name of a particular item. 


DATABASE ORGANIZATION Before 
creating a database, you should 
perform some preliminary tasks. 
Make a list of the data items you want 
to organize. Each of these data items 
will become a field in the database. 
To identify the different fields, assign 
each field a unique name that is 
short, yet descriptive, For example, 
the field name for an item identifica- 


tion number could be Item Id. 
Once you determine the fields 
and field names, you also must decide 
the field size and data type for each 
field. The field size is the maximum 
number of characters that a particular 
field can contain. The Desc 
field, for instance, may be defined as 
25 characters in length. The data. 
type specifies the kind of data a field 


can contain and how the field is used. 
Common data types include the 
following: 


* Text: letters, numbers, or special 
characters 


* Numerie: numbers only 

* Curreney: dollar and cent 
amounts 

* Date: month, day, and year 
information 

‘+ Memo: lengthy text entries 

* Hyperlink: Web address that links 
toa document or a Web page 

* Object: picture, audio, video, or. 
a document ereated in other appli- 
cations such as word processing or 
spreadsheet 


Completing these steps provides 
a general description of the records 
and fields in a table, including the. 
number of fields, field names, field 
sizes, and data types. These items 
collectively are known as the table 
structure (Figure 3-17), 


Sas 
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Item tabe 
structure 


Supplier table 
structure 


Web Link 
For more information on. 
database sofware, vit the 
Discovering Computers 2002 
‘Chapter 3 WE LINK page 
(Scsite.com/dc2002/ch3/ 
Weblinkchtm) and cick 
Database Software, 


Figure 3-17 The structure of a table includes the field names, field sizes, and datatypes. This 
Microsoft Access screen illustrates the structures for the Item and the Supplier tables. 


ENTERING DATA Afier you create a 
table structure, the next step is to 
enter individual records into a table, 
called populating the table. The. 
database software usually allows you 
to create a data entry form, through 
which you can enter or modify records 
using the keyboard (Figure 3-18). As 
you are entering the data, the database 
Software checks, or validates, the 


data, Validation is the process of 
comparing the data to a set of rules 
or values to determine if the data is 
correct. For example, a field with a 
numeri data type restricts a user to 
centering only numbers into the field, 
Validation is important because it 
helps to ensure that data entered into 
the database is error free. 
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Another way to enter data into 
a database is to import data from an 
existing file. For example, you ean 
import data from a spreadsheet file 
into a database, 


MANIPULATING DATA Once the 
records are in the database, you ean 
use the database software to manip 
late the data to generate information. 
You can sort, or organize a set of 
records in a particular order, such 

as alphabetical or by date. 

You also can retrieve information 
from the database by running a query 
A query is a request for specific data 
from the database. You ean specily 
which data the query retrieves by 
identifying eriteria, which are 
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Figure 3-1 


Once the table structure is defined, you can enter or modify data ina 


database using a data entry form, Most database software allows you to create a data 
entry form, based on the way you define feds. This data entry form allows you to 


enter or modify data in the tem table 


restrictions the data must 
For example, suppose you wanted 
to generate a list of all items that have 
a selling price less than $15.00. You 
could set up a query to list the Supplier 
Code, Name, Item Id, Description, 


Units On Hand, 


Price for all records that meet the 
criteria, Then, you can sort the list 
by supplier name (Figure 3-19), and 
instruct the database software to p 
or store the results of the query. 
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Figure 3-19 Database software can produce reports based on criteria a user specifies. This 
Screen shows the result of a query to lst the Supplier Code, Name, item ld, Description, Units 
On Hand, Cost, and Selling Price fields for all records that have a Selling Price less than 
$15.00. The results of the query can be displayed or printed 


sentation Graphics Software 


Presentation graphii 
software allows you to create doc 
ments called presentations, which are 
used to communicate ideas, messages, 
and other information to a group. The 
presentations can be viewed as slides, 
sometimes called a slide show, that 
lisplay on a large monitor or on a 
projection screen (Figure 3-20) 
Presentation graphies software 
typically provides a variety of 
predefined presentation formats that 
define complementary colors for 
backgrounds, text, and other items 
on the slides. This software also 
provides a variety of layouts for each. 
individual slide such as a ttle slide, 
a two-column slide, and a slide with 
clip art, a chart, or a table. You 
can enhance any text, charts, and 
graphical images on a slide with 3-D 
and other special effects such as 
shading, shadows, and textures. 
Presentation graphies software. 
typically includes a el 
allowing you to create multi 
presentations. A lip gallery 
includes clip art images, pictures, 
video clips, and audio clips. A clip 
gallery can be stored on your hard 
disk, a CD-ROM, or a DVD-ROM. 
In some cases, you access the clip. 
gallery on the Web. As with elip art 
collections, a elip gallery typically 
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is organized by categories that can 
include academic, business, enter- 
tainment, transportation, and so on. 
For example, the Healtheare & 
Medicine category may contain a clip 
art image of a treadmill, a photograph 
of a person jogging, a video clip of a 
person exercising, and an audio clip 
ofa heartbeat. 

If you have an artistic ability, 
you can create clip art and other. 
graphics using Paint or a similar 
application. Then, you import (br (Figure 3-21). Slide sorter view 
in) the clip art into the slide. Once presents a screen view similar to 
you insert or import a clip art image — how 35mm slides would look on a 
or other graphical image into a photographer's light table. The slide 
document, you can move it, resize it, sorter allows you to arrange the 
slides in any order. 


When building a presentation, 
you also can set the slide timing so 
ihe presentation automatically displays 
the next slide after a preset delay. 
Presentation graphics sofiware allows 
you to apply special effects to the 
transition between each slide. One 
slide, for example, might fade away 
slowly as the next slide displays. 

‘To help organize the presenta- 
tion, you can view small versions, 
of all the slides in slide sorter view 


rotate it, crop it, and adjust its color. 
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Figure 3-21 Slide sorter view shows a small version of each slide. Using a device, such as the 
mouse or the keyboard, you can rearrange the slides to change the sequence ofthe presentation. 
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Figure 3-20 Using presentation graphics software, you can develop a presentation that can be projected onto a screen or displayed on a large monitor. 


This presentation consists of six sides. 


Once a presentation is created, 
you can view or print the presentation 
as slides or in several other formats 


An outline includes only the text from 
each slide such as the slide title and 
the key points (Figure 3-223) 
Audience handouts include images of 
two or more slides on a page that you 


Figure 3-22a (outine of presentation) 
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a distribute to audience members. 
(Figure 3-220). Speakers sometimes 
print a notes page to help them deliver 
the presentation, A notes page shows 
a picture of the slide along with any 
additional notes a presenter wants to 
see while discussing a topic or slide 
(Figure 3-220). 


Figure 3-220 (audience handouts) 


Presentation graphics software 


incorporates some of the features. 
found in word processing software 
such as checking spelling, formatting, 
recognizing voice input, and converting 
an existing slide show into a format 
Tor the World Wide Web. 


2 Half-Hour Health 
Maximize Your 30-Mnute Workout 
at Wester College's 
Fitness Center 


20 
2) Two Exercise Categories 


42 Aerobic Activity - Treadmill 
5C) Anaerobic Activity - Weights 
1 Sample Exercise Schedule 


Figure 3-22c (notes page for speaker) 
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Figure 3-22 In addition to viewing the presentation as slides, presentation 
‘Graphics packages allow you to view or print the presentation as an outline, 
as audience handouts, or as notes pages for the speaker. 
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sonal Information Managers 


A personal information 

manager (PIM) is a software appli- 
cation that includes an appointment 
calendar, address book, notepad, and 


other features to help you organize 
personal information. A PIM allows 
you to take information previonsly 
tracked in a weekly or daily calendar, 
and organize and store it on your 
computer. PIMs can manage many 
different types of information such as 
telephone messages, project notes, 
reminders, task and address lists, 
nportant dates, and appointments. 


PIMs offer a range of capabilities 
Most include at least an appointment 
calendar, address book, and notepad. 
An appointment calendar allows 
you to schedule activities fora 
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particular day and time, With an 
address book, you can enter and 
maintain names, addresses, and 


telephone numbers of eustomers, 
co-workers, family members, and 
friends. Instead of writing notes on 


a piece of paper, you ean use a 
notepad to record ideas, reminders, 
and other important information, 

Most handheld computers have 
PIM functions, as well as many other 
features. These features often include 
a calculator, simple word processi 
application, simple spreadsheet appli- 
cation, games, e-mail capabilities, 
and Web browsing capabilities. Using 


a handheld computer, you ean 
synchronize, or transfer information 
between the handheld computer and 
a desktop computer so the same infor- 
mation is available on both computers. 
(Figure 3-23), 


Figure 3-23 Most handheld computers have PIM functions. With most 
handheld computers, you can synchronize or transfer information from. 
the handheld computer to your desktop computer, so your appointments, 
address lists, and other Important information always are available. 


Software Suite 


A soltware suite is a collection 
of individual applications sold as a 
single package. When you install the 
suite, you install the entire collection 
of applications at once instead of 
installing each application individually 
At a minimum, productivity suites 
typically include the following software 
applications: word processing, spread- 
sheet, database, and presentation 
graphics, Two popular software suites 
are Microsoft Office and Lotus 
SmartSuite. 


Software suites offer two major 
advantages: lower cost and ease of 
use. Buying a collection of software 
packages in a suite usually costs 
significantly less than purchasing each 
of the application packages separately. 
Software suites provide ease of use 
because the applications within a 
suite normally use a similar interface 
and have some common features. 

Once you learn how to use one appli- 
cation in the suite, you are familiar 
with the interface in the other 


applications in the suite. For example, 
‘once you learn how to print using 
the suite's word processing package, 
you can apply the same skill to 

ihe spreadsheet, database, and 
presentation graphics software in 

the suite. 


handheld computer 


Project Management Software 


Project management 
software allows you to plan, 
schedule, track, and analyze the 
events, resources, and costs of a 
project (Figure 3-24). A general 
contractor, for example, might use 
project management software to 
manage a home-remodeling schedule. 
A publisher might use it to coordinate 
the process of producing a textbook. 

Project management software 
helps users track, control, and 
manage project variables, allowing 
them to complete a project on time 
and within budget, 


Accounting Software 


Accounting software helps 
companies record and report thei 
uncial transactions (Figure 3-25). 
With accounting software, small and 
large business users perform account- 
ing activities related to the general 
ledger, accounts receivable, accounts 
payable, purchasing, invoicing, job 
costing, and payroll functions. 
Accounting sofiware also enables 
users to write and print checks, track 
checking aceount activity, and update 
and reconcile balances on demand. 

Newer accounting software 
packages support online direct deposit 
and payroll services. These services 
make it possible for a company to 
deposit paychecks directly into 
‘employees’ checking accounts and 
pay employee taxes electronically. 

Some accounting software offers 
more complex features such as multiple. 
company reporting, foreign currency 
reporting, and forecasting the amount. 
of raw materials needed for products. 
‘The cost of accounting software for 
small businesses ranges from less 
than one hundred to several thousand 
dollars. Accounting software for large 
businesses can cost several hundred 
thousand dollars 
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Figure 3-24 Project management software allows you to plan, schedule, track, and analyze the. 


events, resources, and costs of a project. 


Figure 3-25 Accounting software helps companies record and report thelr financial transactions. 


'RAPHICS AND 
MULTIMEDIA SOFTWARE 


In addition to productivity software, 
many people work with software 
designed specifically for their field of 
work. Power users such as engineers, 
architects, desktop publishers, and 
graphic artists often use sophisticated 
software that allows them to work with 
graphies and multimedia. This software 
includes computer-aided design, 
desktop publishing, paint/imaze 
editing, video and audio editing, 
multimedia authoring, and Web page 
authoring, Figure 3-26 lists the more 
popular products for each of these 
applications, Some of these products 
incorporate user-friendly interfaces, 

so the home and small business user 


also can create documents in these 
applications. 

The following sections discuss 
the features and functions of these 


applications. 


Computer-Aided Design 


Computer-aided design (CAD) 
software is a sophisticated type of 
application software that assists a pro- 
fessional user in creating engineering, 
architectural, and seientifie designs. 
For example, engineers can create 
design plans for airplanes and security 
systems. Architects can design 
building structures and floor plans. 
Scientists can design drawings of 
molecular structures. 

CAD software eliminates the 
laborious manual drafting that design 
processes can require. With CAD, 
designers can make changes to a 
drawing or design and immediately 
view the results. Three-dimensional 
CAD programs allow designers to 
rotate designs of 3-D objects to view 
them from any angle (Figure 3-27). 
Some CAD software even can gener- 
ate material lists for building designs 

Some manufacturers of CAD 
software sell a scaled-down product 
that is designed for the home user or 
small business user. 
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POPULAR GRAPHICS AND MULTIMEDIA SOFTWARE PACKAGES. 


Video and Audio Editing * Adobe Premiere 
* Ulead Systems MediaStudio Pro. 


Multimedia Authoring. 


"Web Page Authoring 


Figure 3-26 Popular graphics and multimedia software products. 


uu 


Figure 3-27 CAD software is sophisticated software that assists engineers, 
architects and scientists in creating designs. 


Desktop Publishing Software 
(Professional) 


Desktop publishing (DTP) 
software enables professional 
designers to design and produce 
sophisticated documents that contain 
text, graphies, and brilliant colors. 
(Figure 3-28). Professional DTP 
software is ideal for the production 
of high-quality color documents such 
as textbooks, corporate newsletters, 
marketing literature, product catalogs, 
and annual reports. In the past, docu- 
ments of this type were ereated by 
slower, more expensive traditional 
publishing methods such as typeset- 
ting, Today's DTP software allows you 
to convert a color document into a 
format for use on the World Wide Web. 
Although many word processing 
packages have some of the capabilities 
of DTP software, professional designers. 
and graphic artists use DTP software. 
because it supports page layout. Page 
layout is the process of arranging text 
and graphics in a document on a 
page-by-page basis. 
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With DTP software, users ean 
add text and graphical images directly 
into the document or import existing 
text and graphics from other files. For 
example, text from a word processing 
file ean be imported into a DTP 
document. Graphics files such as 
illustrations and photographs also can. 
be imported into a DTP document. 
Another alternative is to use a scanner 
to convert printed graphies such as 
photographs and drawings into files 
that DTP software can use. 

Once an artist or designer has 
created or inserted a graphical image 
into a document, the DTP software 
can crop, sharpen, and change the 
colors in the image by adding tints or 
percentages of colors. DTP software 
packages include color libraries to 
assist in color selections for graphical 
images and text. A color library is 
a standard set of colors used by 
designers and printers to ensure that 
colors will print exaetly as specified. 
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Figure 3-28 Professional designers and graphic artists use DTP 
software to produce sophisticated publications such as textbooks, 
marketing literature, product catalogs, and annual reports, 


COMPANY ON THE CUTTING EDGE 


A 


Adobe 


Breakthrough Desktop Publishing 
Software 


Chances are when you view Web pages, 
you see images that were developed or 
enhanced with one of the products developed 
by Adobe Systems. The company's avard- 
winning software, incuding Photoshop, 
Mustrator, GoLive, LiveMotion, PageMil, 
and Streamline, is used to create and 
deliver the majority of Web images today. 

In the early 1980, each software package 
had its own set of commands, called drivers, 
needed to communicate with printers. John 
Warnock and Charles Geschke saw the 
‘opportunity to create software using a com- 
mon page-descrption language thet would 
work with a variety of programs and print- 
ers, Warnock and Geschke founded Adobe 
Systems in 1982, and today Adobe isthe 
thir largest personal computer 
software company in the United States. 

‘One ofthe reasons for the company’s 
success is PageMaker, its desktop 
Dublishing (DTP) product. This software 
‘was the first DTP program, release in 
4985 by the Aldus Corporation forthe 
Macintosh and in 1986 for the PC. In 1994, 
Adobe acquired Aldus. PageMaker continues 
"0 be a popular DTP product today. 

For more information on Adobe, visit the. 
Discovering Computers 2002 Companies. 
"Web page (scsite.com/dc2002/ 
companies. him) and click Adobe. 


linl/Image Editing Software 
(Professional) 


Graphic artists, multimedia 
professionals, technical illustrators, 
and desktop publishers use paint 
software and image editing software to 
create and modify graphical images 
such as those used in DTP documents, 
and Web pages. Paint software, 
sometimes called illustration 
software, allows these users to draw 
other graphical 
images with various on-sereen tools. 
such as a pen, brush, eyedropper, and 
paint bucket. Image editing software 
provides the capabilities of paint 
software as well as the capabilit 

vodify existing images (Figure 3-29). 
For example, you can retouch photo- 
graphs, adjust or enhance image color 
and add special effects sueh as 


pictures, shapes, an 


shadows and glows 


Web Link 
For more information on. 
paimimago editing sotware, 
visit ha Diacovering 
Computers 2002 Cnaplor à 
\WEB Link pago (sesite.com/ 
 de2002ichà weblink htm anc 
click Paintlmage Ealing 
sofware, 
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Figure 3-29 With image editing software, artists can create and 
modify a variety of graphic images. 
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Video and Audio Editing Software 


Video consists of full-motion 
images played back at various speeds. 
With video editing software (Figure 
3-30), you can modify a segment of a 
video, called a clip. For example, you 
can reduce the length of a video clip, 
reorder a series of clips, or add 
special effects such as words that 
move horizontally across the screen, 
Video editing software typically 
includes audio editing capal 
Audio is any music, speech, or. 
other sound stored and produced by 
the computer. With audio editing 
software, you can modify audio clips. 
and produce studio quality sound- 
tracks. Audio editing software usually 
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includes filters, which are designed to 
enhance audio quality. A filter might 
remove a distracting background 

from the audio clip. 

Some operating systems include 
ng and video editing capa- 
hese operating systems give 
the home user the ability to edit home 
movies and share clips on the Web. 


‘Multimedia Authoring Software 


Multimedia authoring 
software, sometimes called 
authorware, allows you to combine 
text, graphies, audio, video, and 
animation into an interactive prese 
tation (Figure 3-31). With this software, 
you can control the placement of text 


Figure 3-30 With video editing software, 
users can modify video Images. 


Figure 3-31 Multimedia. 
authoring software allows 
you to create dynamic 
presentations that include 
text, oraphics, audio, video, 
and animation 


and images and the duration of soun 
video, and animation, Once created, 
multimedia presentations often take 
the form of interactive computer-based 
presentations or Web-hased presenta- 
tions designed to facilitate leaming 
and elicit direct student participatio 
Multimedia presentations usually are 
stored and delivered via a CD-ROM 
or DVD-ROM, over a local area 
network, or via the Internet. The 
Multimedia special feature following 
Chapter 6 discusses multimedia 
authoring software in more depth, 


Web Page Authoring Softwa 


As discussed in Chapter 2, Web 
page authoring software helps users of 
all skill levels create fascinating Web 
pages that include graphical images, 
video, audio, animation, and other 
special effects, In addition, many Web 
page authoring packages allow users 
to organize, manage, and maintain 
Web sites. 

Many application software 
packages include Web page aul 
features. This allows home users to 
create basic Web pages using packages 
such as Microsoft Word or Microsoft 


ng 


Excel. For more sophisticated Web 
pages, users work with Web page 
authoring software. Many Web page. 
developers also use multimedia 
authoring software along with, or 
instead of, Web page authorin 
software for Web page development. 


It you want to create a Web page, but do 
not have the time to learn HTML, then 
consider using ane ofthe Office apnlica- 
tions. Word, for instance, provides two 
techniques for creating Web pages. You 
‘an save an existing document as a 
‘Web page or you can use the Web Page 
Wizard, 
To save a existing document as a 
Web page: 
* Start Word and open the document. 
Click File on the menu bar and then 
click Save as Web Page 
+ When the Save As dialog box 
displays, type the fle name in the 
File name text box. 
‘+ Glick the Change Tite button, type a 


tile name, and then click the OK. 
button. This name displays in the 
browser's title bar. Many search 
engines use the ttle for cataloging 
"Web pages, so the tle should be as 
descriptive as possible. 


By asking you a series of questions, 
the Web Page Wizard designs a Web. 
page that can contain frames. A frame is 
a rectangular section of a Web page that 
‘an display another separate Web page 
‘A Web page that contains frames can 
display multiple Web pages simuitane- 
‘ously onthe same screen. If you wish 
to create a Web page that contains 
‘ames, use the Word Help system for 
assistance on using the Web Page 
"Wizard. 

Once you have created Web pages, 
you can publish them. Publishing is the 
process of making Web pages available 
to others, for example onthe World Wide 
"Web. Using the Office applications, you 
an publish Web pages by saving them 
o a Web folder or to an FTP location 

‘Al Office applications provide 
options for saving fles as Web pages 
"Word, however, isthe only aplication 
that provides the Web Page Wizard, 

For more information on using Office 
to create Web pages, visit the Discovering 
Computers 2002 Apply It Web page 
(stsite.com/dc2002/apply.htm) and 
‘lick Chapter 3 Apply It #3. 


CHAPTER 3 APPLICATION SOFTWARE 


SOFTWARE FOR HOME, 
PERSONAL, AND 
EDUCATIONAL USE 


Many software applications are 
designed specifically for use at home 
or for personal or educational use. 
Integrated software is an example of a 
package for the home user that 
includes word processing, spread- 


include applications for finance, legal, 
tax preparation, desktop publishing, 
paint image/editing, clip ar/image 
gallery, home design/landseaping, 
educational, reference, and 
entertainment. 

Most of the products 
category are relatively inexpensive, 
often priced less than $100. Figure 
3-32 lists popular software packages. 
for many of these applications. The. 


i this 


sheet, database, and other software in 
a single package. Other packages for 
home, personal, and educational use 


following sections discuss the features 
and functions of these applications. 


POPULAR SOFTWARE PACKAGES FOR HOME/PERSONAL/EDUCATIONAL USE 


Software Application Popular Packages 


Personal Finance Intuit Quicken 
‘+ Microsoft Money 
Legal * EZ Legal Advisor 
* Kiplinger's WILL Power 
* Nolo WillMaker. 


Corel GALLERY 
Nova Development Art Explosion 
+ Bob Vilis Home Design 
+ Broderbund 3D Home Design Suite 
* Qualty Pans Complete LandDesign 

Compton's American Heritage Taking Dictionary 


‘+ Microsoft Encarta 
* Microsoft Pocket Streets 


Clip Ar mage Gallery 


Home DesignyLandscaping 


Reference 


Microsoft Stress & Trips 
Rand Mchaly StreetFinder. 
Rand McNally TripMaker. 


Figure 3-32 Popular software products for home, personal, and educational use. 


Integrated Software 


Integrated software is software 
that combines applications such as 
word processing, spreadsheet, and 
database into a single, easy-to-use 
package. Like a software suite, the 
applications within the integrated 
soliware package use a similar inter- 
face and share some common features. 
Once you learn how to use one 
application in the integrated software 
package, you are familiar with the 
interface in the other applications. 

Unlike a software suite, however, 
you cannot purchase the applications 
in the integrated software package 
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individually. Each application in an 
integrated software package is avail- 
able only through the integrated 
software package. 

The applications within the 
integrated software package typically 
do not have all the capabilities of 
stand-alone productivity software 
applications such as Microsoft Word 
and Microsoft Excel. Integrated 
software thus is less expensive than 
‘4 more powerful software suite. For 
many home and personal users, haw- 
ever, the capabilities of an integrated 
software package more than meet 
their needs, 


Personal Finance Software 


Personal finance software is 
a simplified accounting, program that 
helps home users and small office/ 
home office users balanee their 
checkbook, pay bills, track personal 
income and expenses, track invest- 
ments, and evaluate financial plans 
(Figure 3-33). Using personal finance 
sofiware can help you determine 
where, and for what purpose, you 

are spending money so you can. 
‘manage your finances. Reports can 


‘Web Link 
For rore information on 
‘personal finance software, visit 
"he Discovering Computers 
2002 Chapter 3 WEB LINK page 
(scsite.comidez002/cha/ 
‘woblink.htm) and click 
Personal Finance 
Software 
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Figure 3-33 Many home users work with personal finance software to assist them with balancing their checkbook and 


paying bil 


summarize transactions by category 

(such as dining), by payee (sueh as 

the electric company), or by ti 

period (such as the last two months). 
Most of these packages offer 

a variety of online services, which 

require access to the Web, For exam- 


ple, you can track your investments, 
online, compare insurance rates 
from leading insurance companies, 
and even do online banking. With 
online banking, you transfer money 
electronically from your checking or 
credit card accounts to payees* 
accounts, You also can download 
jonthly transactions and statements 
from the Web right into your computer. 
Financial planning features 
include analyzing home and personal 
loans, prepar 
janaging retirement savings. Other 
features found in many personal 
finance packages include home 
inventory, budgeting, and tax 
preparation. 


us income taxes, and 
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Figure 3-34 Legal softvare provides legal advice to 
individuals, families, and small businesses and assists 


in the preparation of leal documents. 
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Legal Software 


Legal software assists in the 
preparation of legal documents and 
provides legal advice to individual 
families, and small businesses (Figure 
344). Legal software provides standard 
contraets and documents associated 
with buying, selling, and renting 
property; estate planning; marriage 
and divorce; and preparing a will or 
living trust. Dy answering a series 
of questions or completing a form, 
the legal software tailors the legal 
docu 


vent to your needs. 
Once the legal do 
created, you ean file the paperwork 
with the appropriate agency, court, or 
office: or you can take the document. 
to your attorney for his or her review 
and signature, Before using one of 
these software packages to create a 


ment is 


document, you may want to check 
with your local bar association for 
its legali 


Tax Preparation Software 


‘Tax preparation software 
guides individuals, families, or small 
businesses though the process of filing 
federal taxes (Figure 3-35). These 
software packages offer money saving 
tax tips, designed to lower your tax 
bill. After you answer a seties of 


questions and complete basic forms, 
the software creates and analyzes your 
tax forms to search for missed potential 


rs and deduction opportunities. 
Once the forms are complete, 
you can print any necessary paper- 
‘ompleted and ready for you to 
ome tax preparation packages 
even allow you to file your tax forms 
electronically 


Desktop Publishing (Personal) 


Instead of using professional 
DIP software (as discussed earlier in 


this chapter), many home and small. 


Figure 3-35 Tax preparation software guides individuals, families, 


‘r small businesses through the process of filing federal taxes. 


business users utilize much simpler, 
easy-to-understand DTP software 
designed for smaller-scale desktop 
publishing projects (Figure 3-36). 
Using personal DTP software, you 
can create newsletters, brochures, and 
advertisements: posteards and greeting 
cards; letterhead and business cards; 
banners, calendars, and logos; and 
Web pages. 

Personal DTP software packages 
provide hundreds of thousands of 
graphical images. You also can import 
your own digital photographs into the 
documents. These packages typically 
guide you through the development of 
a document by asking a series of 
‘questions, offering numerous prede~ 
fined layouts, and providing standard 
text you can add to documents. In 
some packages, as you enter text, the 
personal DTP software checks your 
spelling, Then, you can print your 
finished publications on a color printer 
or place them on the Web. 

Many personal DTP packages 
also include paint/image editing 
software and photo-editing software. 


Paint/Image Editing Software 
(Personal) 


Personal paint/image editing 
software provides an easy-to-use 
interface, usually with more simplified 
capabilities than its profess 
counterpart, including funetions 
tailored to meet the needs of the 
home and small business user. 

Like the professional versions, 
personal paint software includes 
various simplified tools that allow you 
to draw pictures, shapes, and other 
images. Personal image editing sofi 
ware provides the capabilities of pai 
software and the capability of modify- 
ing existing graphics, These products 
also include many templates to assist 
yon in adding an image to documents 
such as greeting cards, banners, 
calendars, signs, labels, business 
cards, and letterhead. 
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it on a Web page. Some of these 
sofiware packages allow you to send 
digital photographs to an online 
print service, which will send high- 
resolution printed images through 
the postal service, Many have a 
photo community where you can post 
photographs on the Web for others 

to view. 


One popular type of image 
editing software, called photo-editing 
software, allows you to edit digital 
photographs by removing red-eye 
(Figure 3-37), adding special effects, 
or creating electronic photo albums. 


When the photograph is complete, 
you can print it on labels, calendars, 
business cards, and banners; or place 
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Figure 3-36 With Microsoft Publisher, home and small business users can create 
professional looking publications such as this announcement 


Figure 3-37 Photo-editing software allows the home user to remove red-eye from digital 
images. 
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Clip Arvimage Gallery 

Web Link 

For more information on 
clip arvmage galeries, visit 
the Discovering Computers 

2002 Chaplar 3 WES Ll page 

(sesite.com/dc2002/ch3/ 
weblik hm) and cick Clip 
Artimaga Galles. 


Many applications include a 
clip artimage gallery, which is a 
collection of clip art and photographs 
(Figure 3-38). Some applications have 
links to additional clips available on 
the Web. You also can purchase clip 
ari/image galleries if you need a wider 
selection of images. 
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Figure 3-38 Many applications have a clip arimage gallery, such as the one shown 
inthis figure, built in to the package. 
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In addition to elip art, many 

clip art/image galleries provide fonts, 

animations, sounds, video elips, and 

audio clips. You can use the images, 

fonts, and other items from the clip 
ige gallery in all types of 


"nts, including word processing, 
desktop publishing, spreadsheet, 
and presentation graphics. 


Home Design/Landscaping Software 


Homeowners or potential 
homeowners can use home design 
landscaping software to assist with 
the design or remodeling of a home, 
deck, or landscape (Figure 3-39), 
Home design/landscaping software 
includes hundreds of predrawn plans 
which you can customize to meet your 
needs. Once designed, many h 
design/landscaping packages will. 

print a material list outlining costs 
and quantities for the entire project. 


Fducational/Reference/Entertainment 
Software 


Educational software is soft- 
ware that teaches a particular skill. 
Educational software exists for just 
about any subject, f 
foreign language to learning how to 
cook. Preschool to high school 
learners also use educational software 
to assist them with subjects such as 


learning a 


reading and math, or to prepare them 
for class or college entry exams, 

Many educational software 
products use a computer-based training, 
approach. Computer-based training 
(CBT), also called computer-aided 
instruction, is a type of education in 
which students leam by using and 
completing exercises with instructional 
software. CBT typically consists of 
seli-disected, self-paced instruction on 
a topic. CBT is popular in business, 
industry, and schools for teaching new 
skills or enhancing existing skills of 
employees, teachers, or students. 


Reference software provides 
valuable and thorongh information for 
all individuals (Figure 3-40). Popular 
reference sofiware includes encyelo- 
pedias, dictionaries, health/medical 
uides, and travel directories. 
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Entertainment software for 
personal computers includes interac- 
tive games, videos, and other programs 
designed to support a hobby or provide 
amusement and enjoyment. For 
example, you can use entertainment 
software to play games, make a family 
tree, compose musie, or ly an aircraft 


Figure 3-39 Home design/landscaping software can help you design. 
‘or remodel a home, deck, or landscape. 
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Figure 3-40 Reference software provides valuable and thorough information for ll types of. 
users. Ths figure shows text you can read about evolution. It includes a variety of pictures, 


videos, and links to the Web. 


Web Link 
For mare information on 
reference sofivaro, it the 
Discovering Computers 2002 
Chapter 3 WEB LINK page 
(Scsite.comidc2002/ch3 
"Weblink htm] and click 
Reference Software, 
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IFTWARE FOR 
COMMUNICATIONS 


One of the main reasons people use 
computers is to communicate and 
share information with others. Home 
and business users have a variety of 
software options relative to communi- 
cations, ‘These include e-mail, Web 
browsers, chat rooms, newsgroups, 
instant messaging, groupware, and 
videoconferencing. Chapter 2 
presented many of these products. 
‘The following sections briefly review 
these services. 
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E-Mail 


"Today, e-mail quickly is becom- 
ing a primary communications method 
for both personal and business use. 
E-mail (electronic mail) is the 
transmission of messages via a com- 
puter network such as a local area 
network or the Internet. The message 
can be simple test or can include an. 
attachment such as a word processing 
document, a graphical image, or an 
audio or video clip. You use e-mail 
sofiware to create, send, receive, 
forward, store, print, and delete e-mail 
messages (see Figure 2-26 on page 
2:30). Most e-mail software has a 
mail notification alert that informs 
via a message or sound that you have 
received new mail, even while you are 
working in another application. 


Web Browsers 


A software application called a 
Web browser, or browser, allows 
you to access and view Web pages on 
the Internet (see Figure 2-6 on page 
2.9). Today's browsers have graphic 
user interfaces and are quite easy to 
learn and use. Browsers have many 
special features including buttons and 
navigation to help guide you through 
Web sites. In addition to displaying 
Web pages, most browsers allow you 
to use other Internet services such as 
e-mail and chat rooms. 


Chat Rooms 


A chat room permits 
users to chat with each other via the 
computer (see Figure 2-32 on 2.35). 
As you type a line of text on your 
computer, your entered words display 
on the computer screens of other 
people in the same chat mom, Chats 
typically are specific to a certain topic, 
such as computers or cooking. Some 
chat rooms support voice ehats and 
video chats, where you hear and see 
others and they can hear or see you 
as you chat. 


"To start a chat session, you 
connect to a chat server through a 
chat client, A chat elient is software 
‘on your computer. Most Web browsers 
include a chat client, If yours does not, 
you can download one from the Web. 


Newsgroups 


A newsgroup, also called a 
discussion, is an online area on the 
Web where users conduct written 
discussions about a particular subject. 
‘The difference between a chat room 
and a newsgroup is that a chat room 
is a live conversation. The newsgroup 
is not. To participate in a newsgroup, 
a user sends a message to the news- 
group. Other users in the newsgroup. 
read and reply to the message. 

‘Some newsgroups require you 
enter a user name and password to 
participate in a discussion. These 
types of newsgroups are used when 
messages are to be viewed only hy 
authorized members, such as students 
taking a college course. 

"To participate in a newsgroup. 
you use a software program called 
a newsreader. Most browsers 
include a newsreader. 


Instant Messaging 


Instant messaging (IM) is a 
real-time communications service that 
notifies you when one or more people 
are online and then allows you to 
‘exchange messages or files with them. 
or join a private chat room (see Figure 
2-33 on page 2.36). Many IM services 
also can alert you to information such 
as calendar appointments, stock 
quotes, weather, or sports scores. 
People use IM on all types of com- 
puters, including desktop computers, 
notebook computers, handheld com- 
puters, and Web-enabled devices. 


‘To use IM, you install software 
from an instant messaging service, 
sometimes called an instant 
messenger, onto the computer oF 
device with which you wish to use IM, 
No standards currently exist for IM. 
‘Thus, you and all those individuals 
‘on your notification list need to use 
the same or a compatible instant 

to guarantee successful 


Groupware 


Groupware is a software appli- 
cation that helps groups of people 
work together and share information 
over a network, To assist with these 
activities, most groupware provides 
PIM (personal information manager) 
functions, such as an address book 
and appointment calendar. A major 
feature of groupware is group sched- 
uling, in which a group calendar 
tracks the schedules of multiple users 
helps coordinate appointments 
meeting times. 


Videoconferencing 


A videoconference is a 
meeting hetween two or more geogra- 
phically separated people who use a 
network or the Internet to transmit 
audio and video data (see Figure 1-44. 
‘on page 1.34), A videoconference 
allows participants to collaborate as 
if they were in the same room, 

‘To participate in a videoconfer- 
ence, you need videoconferen 
software along with a microphone, 
speakers, and a video camera 
attached to your computer. As you 
speak, members of the meeting hear 
your voice on their speakers. Any 
image in front of the video camera, 
such as a person's face, displays in a 
window on each participant's sereen. 

Using a similar technology, 
home users today can make a video 
telephone call, where both parties 
see each other as they talk. 


APPLICATIONS ON THE WEB 


APPLICATIONS 
ON THE WEB 


As discussed in Chapter 1, you 
often purchase packaged software 
from a software vendor, retail store, or 
Web-based business. In this ease, you 
usually install the software onto your 
computer before you can run it. Using 


packaged software has the disadvan- 
tages of requiring disk space on your 
computer and being costly to upgrade 
as vendors release new versions. 
Realizing these disadvantages, 


some companies today offer products 
and services on the Web. A Web 


application is a software application 
that exists on a Web site. Some Web 
application sites also store your data 


and information at their site. 

‘To access a Web application, 
you simply visit the Web site that 
offers the program, Some Web sites 
provide access to the program for 
free. For example, one site creates a 
‘map and driving directions when you 
enter a starting and destination point 
(Figure 3-41), 
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Figure 3-41 This Web site creates a map and provides 
directions when you enter a starting and destination point. 


‘Web Link 
For mre information on 
Web applications, visit the 
Discovering Computers 2002 
Chapler 3 WER LINK page 
(scsite.comidez002/eh3i 
"weblink htm) and click 
‘Web Applications 


‘Web Link 
For more information 
on groupware, visit the 
Discovering Computers 2002 
Chaplar 3 WES LINK page 
(sesite.comidez002/ch3 
"weblink. htm) and click 
Groupware. 


Other Web sites allow you to 
"use the program for free and pay a fee 
when a certain action occurs. For 
example, you ean prepare your tax 
return for free using TurboTax on the. 
Web (Figure 3-42), but if you elect to 
file it electronically, you pay a small 
fee (under $10) 

Some companies, instead, 
charge only for service and support — 
allowing you to use or download. 
the software for free (Figure 3-43). 
Microsoft's Web applications, called. 
-NET. enable users to access 
Microsoft software on the Web from 
any type of device or computer that 
can connect to the Internet. 

For those sites that charge. 
for use of the program, a variety of 
payment schemes exist. Some rent 
use of the application on a monthly 
arge based on the 
number of user accesses, and others 
charge a one-time fee. 


Web-Based Training 


Web-based training (WBT) 
is a type of CBT (computer-based 
training) that uses Intemet technology 
larly to CBT, WBT typically 
consists of self-directed, self-paced 
icon on a topic. WBT is popular 
in business, industry, and schools for 
teaching new skills or enhancing 
existing skills of employees, teachers, 
or students. When using a WBT 
product, students actively become 
involved in the learning process 
instead of passive recipients of 
information. 

Many Web sites offer WBT to 
the general public. Such training 
covers a wide range of topics, from 
how to change a flat tire to creating 
documents in Word. Many of these 
Web sites are free. Others ask you 
to register and pay a fee to take the 
complete Web-based course. 
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Figure 3-42 With TurboTax on the Web, you prepare your taxes for fee but pay a small fee if 
you elect to fle them electronically 
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Figure 3-43 Sun Microsystems only charges for service and support of its StarOtfice™ product, 
which isan integrated ward processing, spreadsheet, presentation graphics, database, 
pholo-editing, personal information manager, and communications suite 


WBT often is combined with 
other materials for distance learning 
courses. Distance learning (DL), 
also called distance education (DE) 
or online learning, is the delivery of 
education at one location while the 
learning takes place at other locations. 
DL courses provide many time, 
distance, and place advantages for 
students who live far from a college 
campus or work full time. These 
courses enable students to attend 
class from anywhere in the world and 
at times that fit their schedule. Many 
national and international companies 
offer DL training, These training 
courses eliminate the costs of airfare, 
hotels, and meals for centralized 


training sessions. 
Some Web-based companies. 
specialize in providing instructors 
with the tools for preparation, distrib- 
ution, and management of DL courses 
(Figure 3-44), These tools enable. 
instructors to create rich, educational 
Web-based training sites and allow the 
students to interact with a powerful 
environment, Through 
the training site, students ean check 
take practice tests, 
es, send e-mail, and 
participate in discussions and chats. 
‘The appeal of these products is they 
generally are quite easy to learn and 
use for both the instructors and the 


students, 


Application Service Providers 


Storing and maintaining pro- 
grams can be a costly investment for 
businesses. Thus, some have elected 
to outsouree one or more facets of 
their information technology (IT) needs 
to an application service provider. 

An application service provider 
(ASP) is a third-party organization 
that manages and distributes software 
and services on the Web. For example. 
Metier is an ASP that provides project 
management software on the Web 
(Figure 3-45). 


APPLICATIONS ON THE WEB, 


Sess 
ee ek e er 


du d 


| ef) recreare eco 


[emo eee x 


Figure 3-44 WebCT is a too that enables instructors to create Web-based training courses. 


Figure 3-45 WorkLenz is project management software offered by 
Meli, an application service provider. Using WorkLenz, customers 


an pinpoint inefficiencies in processes. 


For more information on 
distanca learning, visit he 
Discovering Computers 2002 
Chapler 3 WEB LINK page. 
(sesite.comide2002/ch3/ 
"weblink htm) and cick 


Five categories of ASPs have 
emerged: 


* Enterprise ASP: customizes and 
delivers high-end business 
applications, such as finance 
and database 

‘+ Local/Regional ASP: offers a 
variety of software applicati 
a specific geographic region 

wecialist ASP: delivers applica- 
tions to meet a specific business 
need, such as preparing taxes 

‘+ Vertical Market ASP: provides 
applications for a particular 
industry, such as construction 


or healtheare 

‘+ Volume Business ASP: supplies 
prepackaged applications, such 
as accounting, to business 


Despite the advantages, some 
companies will wait to outsource to 
an ASP until they have faster Internet 
connections. 


Figure 3-46a (online Help) 
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LEARNING AIDS AND 
SUPPORT TOOLS WITHIN 
AN APPLICATION 


Learning how to use an application 
software package effectively involves 
time and practice. To assist you in 
the learning process, many software 
applications provide online Help, links 
to FAQs, and wizards (Figure 3-46). 
Online Help is the electronic 
equivalent of a user manual. It usually 
is integrated into an applicati 
sofiware package. Online Help 
provides assistance that can increase 
your productivity and reduce your 
Trastrations by minimizing the time 
you spend learning how to use an 
application software package. 


Figure 3-46b (FAO) 


In most packages, a function 
key or a button on the sereen starts 
the Help feature. When you are using 
am application and have a question, 
you ean use the Help feature to ask a 
question or acess the Help topics in 
subject or alphabetical order. Often 
the Help is context-sensitive, 
meaning that the Help information 
relates to the current task being 
attempted, Most online Help also 
points you to Web sites that provide 
updates and more comprehensive 
resources to answer your software 
questions. These Web sites usually 
have a FAQs (Frequently Asked 
Questions) page to help you find 
answers to common questions. 

In many cases, online Help has 
replaced the user manual altogether 
Most software developers no longer 
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Figure 3-46 Many software applications include 
‘online Help, links to FAQs, and wizards 
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Figure 3-466 (wizard) 


include users manuals with the soft- 
ware. If you want to learn more about 
the software package from a printed 
manual, however, many books are 
available to help you learn to use 

the features of personal computer 
application packages (Figure 3-47). 
‘These books typically are available 
in bookstores and software stores 

A wizard is an automated 

assistant that helps you complete a 
task by asking you questions and 
then automatically performing actions 


based on your answers. Many software 
applications include wizards. For 
‘example, word processing software. 
uses wizards to help you ereate 
memorandums, meeting agendas 
fax cover sheets, flyers, letters, and 
resumes, Spreadsheet software includes 
chart and function wizards. Database 
software has form and report wizards. 
Many colleges and schools 
provide training on several of the 
applications discussed in this chapter, 
If you would like more direetion than 
is provided in online Help, FAQs, 
wizards, and trade hooks, eontact your 
local school for a list of class offerings 


CHAPTER SUMMARY 


CHAPTER SUMMARY 


This chapter discussed the role of 
the system software with respect to 
application software. It then presented 
an overview of several productivity 
software applications, graphic design/ 

uultimedia software applications, 
home/personal/educational software 
applications, and com 
software applications. The chapter 
identified various Web applications. 
Finally, learning aids and support 
tools within application software 
products were presented 


nications 


Figure 3-47 Many bookstores sell trade books to help you learn to use the 
features ot personal computer application packages. 


Word Processing Technician 


Someone with word processing sklls can 
{ook for career opportunities as a word 
processing technician or specialist. Other job 
"iles thet involve word processing may 
Include word processing operator, clerk 
typist, general ofice clerk, data entry clerk, 
bling clerk, or fle clerk. Job responsibilities 
‘may include the folloving: 

* Prepares word processing materials 
that include correspondence, reports, 
brochures, and other documents, 

* Formats and proofreads materials and 
makes corrections or changes as 
directed 

* Maintains filing system based on 
departmental needs as applicable to 
word processing procedures. 


Asa word processing technician, you 
generally work with a team of people. 
Word processing operators may find 
‘employment opportunities in a wide variety 
of office settings that include business, 
industry, government agencies, and 
‘non-profit agencies. Generally, a high 
school diploma is the minimum require- 
‘ment. Entry-level salaries range trom 
$15,000 to $20,000. Microsoft offers the 
Microsoft Office Users Specialist (MOUS) 
certification designed to measure and 
validate users’ skills. Those individuals 
with more experience and advanced skills 
‘may find opportunities as word processing 
supervisors and office supervisors 

To learn more about the field of word 
processing as a career, visit the 
Discovering Computers 2002 Careers Web 
page (sesite.com/de2002/careers.htm) 
and click Word Processing Technician. 
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Cashing In on 
Financial Advice 


“Money makes the world go 
“round,” according to Liza 
Minnelli and her friends in 
the 1972 hit musical, 
Cabaret. Vf that musical were 
written today, the lyrics 
would be updated to "Money 
makes the World Wide Web 
go ‘round,” based on the vol- 
ume of financial Web sites 
available to Internet users. 

When Doug Lebda 
became thoroughly disgusted 
with all the red tape he 
encountered trying to apply 
for a home mortgage, he took 
matters into his own hands. 
He started LendingTree, a 
Web site that helps con- 
sumers conveniently obtain 
mortgages, loans, and credit. 
cards, as shown in Figure 
3-54. This Web site and a 
growing number of other 
Internet companies work with 
hundreds of national lenders 
to match consumers’ needs 
with the marketplaces’ 
lenders. One of the fastest- 
growing online banks is 
Wells Fargo (Figure 3-55), 
with a Web site that features. 
online banking, tax help, and. 
wanted posters of people who 
have defrauded the bank. 

If you do not have a per- 
sonal banker or a financial 
planner, consider a Web 
adviser to guide your inves 
ment decisions. Three highly 
recognized financial Web 
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For an updated ist of finance Web site, visit soste com/dc2002/-reu. um. 


Figure 3-55 Financial resources Web sitos ofer general information, stock market analyses, and 
tax advice, as well as guidance and tips. 


sites are MSN Money Central, Yahoo 
Finance, and The Motley Fool (Figure 3-56) - E 
for commentary and education on investing. oS Be 


Taga 


strategies, financial news, and taxes. ET 
You likely have heard stories of people 
wiohiemile aie Warme [Ee Fool.com 
tunes in the stock market. If you are ready 
to ride the ups and downs of the NASDAQ 
and the Dow, an abundance of Web sites 
can help you pick companies that fit your 
interests and financial needs. For example, 
FreeEdgar allows you to read company 
filings with the SEC. DLJdirect gives you 
the latest market news from Wall Street's 
Donaldson, Lufkin & Jenrette. 
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Figure 3-87 Income tax forms, employment opportunities, and fling procedures 
and regulations are posted on the Internal Revenue Service THE DIGITAL DAILY 
Web page. 


Figure 3-56 The Fool.com Web site contains 
strategies and news stories related to personal 
financing and investing, 


When April 15 rolls around, many 
taxpayers mutter the words, Internal 
Revenue Service. But the IRS can be a 
friend, too, when you visit, THE DIGITAL 
DAILY (Figure 3-57). Claiming to be the 
fastest, easiest tax publication on the planet, 
this Web page contains procedures for filing 
tax appeals, and contains IRS forms, publi- 
cations, and legal regulations. H&R Block 
also offers tax information in its Tax Center. 
For more information on financial Web 
sites, visit the Discovering Computers 2002 
E-Revolution Web page (sesite.com 
dc2002/e-rey. htm) and click Finance. 


FINANCE applied: — 


1, Visit the three advice and education Web sites listed in Figure 3- 


5 and read their top business world 


reports, Write a paragraph on each, summarizing these stories. Which stocks or mutual funds do these Web 
sites predict as being sound investments today? What are the current market indexes for the DJIA (Dow 


Jones Industrial Average), S&P 500, and NASDAQ, and how do these figures compare with the previous 
day's numbers? 

2. Using two of the stock market Web sites listed in Figure 3- 
Microsoft, Adobe Systems, and one other software vendor discussed in this chapter. Write a paragraph 
on each of these stocks describing the revenues, net incomes, total assets for the previous year, current 
stock price per share, highest and lowest prices of each stock during the past year, and other relevant 
investment information, 
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(1 |, What Is Application Software? 
-— 


Application software, also called a software 

application or an application, consists of 
programs designed to perform specific tasks for users. 
Application software can be grouped into four major 
categories: productivity software; graphics design and 
multimedia software; home, personal, and educational 
software; and communications software. 


How Does System Software 


a 
v Interact with Application 


Software? 


System software controls the operations of the computer 
and its devices. It serves as the interface between the user, 
the application software, and the computer's hardware. 
The operating system, one type of system software, con- 
tains instructions that allow the user to run application. 
software. The operating system must load from storage 
into the computer's memory before you can run any appli- 
cation software. A utility is a type of system program that 
performs a specific task. 


What Is the Role of the User 
Interface? 


Users interact with software through a user 
interface, Both the Microsoft Windows and the Apple 
Macintosh operating systems use the concept of a 
graphical user interface (GUD). This type of interface 
combines text, graphics, and other visual images to make 
software easier to use. 


“A 


bs 


How Do You Start a Software 
Application? 


The desktop is an onscreen work area with 
common graphical elements such as icons, buttons, 
menus, links, windows, and dialog boxes. A software 
application can be started by clicking its program name on. 
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à menu or list of commands. Clicking the program name 
instructs the operating system to transfer the program’s 
instructions from a storage medium into memory. Once 
started, the application displays in a window on the desk- 
top. A window is a rectangular area of the screen used to 
show the program, data, and/or information. 

What Are the Widely Used 

Products and Key Features of 

Productivity/Business Software 
Applications and Graphic Design/ 
Multimedia Software Applications? 


Productivity software helps people become more effective 
and efficient while performing daily activities. Word. 
processing software is uscd for creating and editing 
documents that consist primarily of text. In addition, you 
can format a document to improve its appearance and. 

then print and save it to use again. Spreadsheet software 
organizes numeric data in a worksheet made up of rows 
and columns. Database software is used to create a 
database, which is an organized collection of data that can 
be accessed, retrieved, and used. Presentation graphics 
software creates documents called presentations that 
communicate ideas, messages, and other information to a 
group. A personal information manager (PIM) is sofi- 
ware that includes an appointment calendar, address 
book, and notepad to help organize personal information. 
Project management software is used to plan, schedule, 
track, and analyze the progress of a project. Accounting 
software helps companies record and report their financial 
transactions 


Power users often use software that allows them to 
work with graphics and multimedia. Computer-aided 
design (CAD) software assists in creating engineering, 
architectural, and scientific designs. Desktop publishing 
(DTP) software is used in designing and producing sophis- 
ticated documents, Paint software is used to draw graphi- 
cal images with various tools, while image editing 
software provides the capability of modifying existing 
images. Video editing software and audio editing 
software modify video and audio segments called clips 
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Multimedia authoring software creates electronic 
interactive presentations that can include text, images, 
video, audio, and animation. Web page authoring software 
is designed to help users create Web pages and to organize, 
manage, and maintain Web sites. 


What Are the Widely Used 
Products and Key Features of 
Home/Personal/Educational 

Software Applications and 

Communications Software 

Applications? 


Many applications are designed for use at home, or for 
personal or educational use. Integrated software com- 
bines several productivity software applications into a 
single package. Personal finance software is an account- 
ing program that helps users pay bills, balance a check- 
book, track income and expenses, follow investments, and 
evaluate financial plans. Legal software assists in the 
creation of legal documents and provides legal advice. 

Tax preparation software guides users through the pro- 
cess of filing federal taxes. Personal DTP software helps 
develop conventional documents by asking questions, 
offering predefined layouts, and providing standard text 
Photo-editing software is used to edit digital photographs, 
A lip artlimage gallery is a collection of clip art and 
photographs. Home design/landseaping software assists 
with design or remodeling a home, deck, or landscape. 
Educational software teaches a particular skill, reference 
software provides information, and entertainment 
software is designed to support a hobby or provide 
amusement, 

‘One of the primary reasons people use computers is to 
communicate and share information. A variety of software 
options are available, E-mail software is used to create, 
send, receive, forward, store, print, and delete e-mail 
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(electronic mail) messages. A Web browser, or browser, 
is a software application used to access and view Web 
pages. Newsgroups, or online diseussions, are areas on 
the Web where users can participate in discussions about 
a particular topic. Instant messaging provides real-time 
communications by permitting you to exchange messages. 
or files with other online users. Groupware identifies 
any type of software that helps groups of people on a 
network collaborate on projects and share information, 

A videoconference is a meeting between two or more 
people separated geographically who use a network or 
the Internet to transmit audio and video data. 


What Products Are Available 
as Web Applications? 


A Web application is a software application 
that exists on a Web site. To access the program, you visit 
the Web site that offers the program. Some examples of 
‘Web applications include the capability of creating a map 
and viewing driving directions; viewing your credit card 
transactions; and preparing your tax return, Web-based 
training (WBT) is a type of computer-based training 
that uses Internet technology and often is combined with 
distance learning (DL) 


What Learning Aids Are 


Applications? 


Many software applications and Web sites provide learning 
aids such as online Help, FAQs, and wizards. Online Help 
is the electronic equivalent of a user manual. FAQs 
(Frequently Asked Questions) provide answers to common 
queries. A wizard is an automated assistant that helps 
users complete a task by asking questions and then 
performing actions based on the answers. 
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1. Web Guide 


Click Web Guide to display the Guide to World 
Wide Web Sites and Searching Techniques Web page. 
Click Shopping and then click eBay, Search for 
Software. Use your word processing program to 
prepare a brief report on the software programs 

you found, Submit your assignment to your 
instructor. 


2. Scavenger Hunt 
Click Scavenger Hunt, Print a copy of the Scavenger 
Hunt page; use this page to write down your answers as 
you search the Web. Submit your completed page to. 
your instructor 


. Who Wants to Be a Computer 
Genius? 

Click Computer Genius to find out if you are a 

computer genius, Directions on how to play the 

game will display. When you are ready to play, click 

the PLAY button, Submit your score to your 

instructor. 


. Wheel of Terms 
Click Wheel of Terms to reinforce important terms you 
learned in this chapter by playing the Shelly Cashman 
Series version of this popular game. Directions on how 
to play the game will display. When you are ready to 
play, click the PLAY button, Submit your score to your 
instructor. 
5. Career Corner 
Click Career Corner to display the Penn State's Career 
Services Web page. Click a link of your choice. Write a 
brief report on the information you found. Submit the. 
report to your instructor. 


6. Search Sleuth 


Click the Search Sleuth to learn search techniques that 
will help make you a research expert. Submit the. 
completed assignment to your instructor. 


7. Crossword Puzzle Challenge 

Click Crossword Puzzle Challenge, Complete the puzzle 
to reinforce skills you learned in this chapter. Directions 
on how to play the game will display. When you are 
ready to play, click the PLAY button, Submit the 
completed puzzle to your instructor. 


8. Practice Test 

Click Practice Test. Answer each question. When 

completed, enter your name and click the Grade Test 
button to submit the quiz for grading. Make a note of 
any missed questions. If required, print a copy to submit 
to your instructor. 
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SI MATCHING | instructions: teh each term from the column on the eft withthe best description from the column on the right 
1. word wrap. a. Spreadsheet feature that displays data relationships in a graphical, 
2 what-if analysis | — rather than numerical, form. 
3. validation. b. Word processing feature used to locate all occurrences of a particular. 
4. clip gallery character, word, or phrase. 
5. query c. Word processing feature that allows typing continually without 


pressing the ENTER key at the end of each line. 
d. Database feature that is a specific set of instructions for retrieving dat 


ed rules or values 


Database feature that compares data to a set of defin 
to determine if itis acceptable. 


f. Spreadsheet feature in which certain values are altered to reveal the 
effects of those changes 

g. Presentation graphics feature consisting of images, pictures, and clips 
that can be incorporated into slides. 
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1. A() is a utility that prevents, 
detects, and removes viruses from a computer's 
memory or storage devices 
b. operating system. 

c. antivirus program. 
d. virus program 
A small symbol on the screen is called a(n) 


à. pointer 

b. mouse. 

d. icon 

3A is a special window a program 
displays to provide information, present avail- 
able options, or request a response. 
a. dialog box. 
b. shortcut menu 
c. context-sensitive menu 
d. function. 


AA is a unique combination of 
letters of the alphabet, numbers, and other. 
characters that identifies the [ile 
a. title bar 


b. file 
c. file name. 
d. program name 

5 software enables professional 


designers to design and produce sophisticated 
documents that contain text, graphics, and 
brilliant colors. 

a, Spreadsheet 

b. Desktop publishing. 

c. Word processing 

d, Paint 


$A SHORT ANSWER | Instructions: irte a bet answer to each of the folowing questions. 


1. How are creating, editing, and formatting a word processing document different? 


What is the Clipboard, 


2. What is a personal information manager? 
available in a PIM. 


How does the Clipboard work? 


Describe some of the features that are 


3. Why do professional designers and graphic artists use DTP software instead of word processing 


What is a color library? 
ldress? 


packages? 
4. What is an Internet| 

by the at (@) sign’ 
5. What is online Help? 


mail 


What is page layout? 
What two parts of an e-mail address are separated 


How do FAQs and wizards help software users? 


FE WORKING TOGETHER | Instructions: Working witha group of your classmates, complete te following team exercise 


A Web application is a software application that exists on a Web site. With your group, develop a report 
describing at least three of these Web applications and how an individual could use these various 
applications effectively. Include in your report a description of each application, a short overview of 
any online Help or FAQs, and the URL for all applications within your report. Share your findings with 


your class. 
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Working with Application 
Programs 
This exercise uses 
Windows 98 proce- 
dures. Windows is a 
multitasking 
‘operating system, 
meaning you can work on two or 
more applications that reside in mem- 
ory at the same time, To find out how 
to work with multiple application 
programs, click the Start button on 
the taskbar, and then click Help on 
the Start menu. Click the Contents 
tab. Click the Exploring Your Com- 
puter book. Click the Work with 
Programs book. Click an appropriate. 
topic to answer each of the following 
questions: 

* How do you start a program? 

* How do you switch between 

programs? 
* How do you quit a program that 
is not responding? 

* How do you quit a program? 

Close the Windows Help window. 
a Word 


| 2 Processing 


- Document 


WordPad is a simple 
word processing program included 
with the Windows operating system. 
To create a document with WordPad, 
click the Start button on the taskbar, 
point to Programs on the Start menu, 
point to Accessories on the Programs 
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submenu, and then click WordPad on 
the Accessories submenu. If 
necessary, when the WordPad window 
‘opens, click its Maximize button. 
Click View on the menu bar. If a 
check mark does not display to the 
left of the Toolbar command, click 
the toolbar command. Type a 
complete answer to one of the 
E-Revolution applied questions posed 
in this chapter. Your answer should be 
at least two paragraphs long. Press 
the TAB key to indent the first line of 
‘each paragraph and the ENTER key to 
begin a new paragraph, To correct 
errors, press the BACKSPACE key to 
erase to the left of the insertion point 
and press the DELETE key to erase to 
the right. To insert text, position the 
I-beam mouse pointer at the location 
‘where the text should be inserted, and 
then begin typing. At the end of your 
document, press the ENTER key twice 
and then type your name, When your 
document is complete, save it on a 
floppy disk inserted into drive A. 
Click the Save button on the toolbar, 
type a: \h3-2 in the File name text. 
box in the Save As dialog box, and 
then click the Save button. Click the 
Print button on the toolbar to print 
your document. Quit WordPad. 


Using WordPad Help 
This exercise uses 
[a um 
qium 
= ‘The Lab 2 above. 


dures. Start WordPad 
Click Help on the WordPad menu bar 
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and then click Help Topics. When 
the WordPad Help window opens, 
click the Index tab, Type saving 
documents in the text box and then. 
press the ENTER key. Click To save 
changes to a document in the Topics 
Found dialog box and then click the 


Display button 
* How can you save changes to à 
document? 


* How can you save an existing. 
document with a new name? 


Close the WordPad Help window and 


quit WordPad. 

What productivity. 

software packages 
are on your computer? Click the Start 
button on the taskbar and point to 
Programs on the Start menu, Scan the 
Programs submenu (if necessary, 
point to the arrow at the top or bot- 
tom of the submenu to move the sub- 
‘menu up or down) for the names of 
popular productivity packages. Write 
the package name and the type of 
software application (see the chart 
‘on page 3.7 for help). When you are 
finished, click an empty area of the 
desktop. 


Productivity 
Software 
Products 
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Web Instructions: To display this page from the Web, start your browser and enter the URL scsite com/dc2009/chd/web htm. To view At The 
Movies in exercise 1, RealPlayer must be installed on your computer (download by clicking here). To use the Shelly Cashman Series Word. 
Processing Lab and the Working with Spreadsheets Lab from the Web, Shockwave and Flash Player must be installed on your computer 
(download by clicking here). 


What Is Microsoft? 


To view the What Is Microsoft? movie, click the button to the left or 
click the Play button to the right. Watch the movie, and then complete 
the exercise by answering the questions below. Founded in 1975, 
Microsoft is a S25 billion company, I is divided into three main busi- 
ness groups: operating systems, software products, and consumer products, which 
include games, Web browsers, and other home, personal, and educational products. 
With this exposure, Microsoft dominates in many markets, Nine out of ten personal 
computers run some version of the Microsoft Windows operating system. In addi- 
tion, Microsoft has 90 percent of the office/spreadsheet/graphics software market, 

Its MSN Intemet Explorer comprises more than 60 percent of the Web-browser 
market. And, because Microsoft bundles and interlocks its systems and programs, organizations with a network of 
computers are compelled to buy Microsoft products continually. What do you think should be done, if anything, and why? 


Shelly Cashman Series Word Processing Lab 


Follow the instructions in Web Work 2 on page 1.47 to start and use the Shelly Cashman Series Word 
Processing Lab. If you are running from the Web, enter the URL www.sesite.com/sclabs/menu htm or 
display this Web Work page (see instructions at the top of this page) and then click the button to the left 


Shelly Cashman Series Working with Spreadsheets Lab 


Follow the instructions in Web Work 2 on page 1.47 to start and use the Shelly Cashman Series Working 
with Spreadsheets Lab. If you are running from the Web, enter the URL www.sesite,com/sclabs/menu htm 
or display the Web Work page (sce instructions at the top of this page) and then click the button to the left. 


Setting Up an E-Mail Account 


‘The fastest growing software application may be electronic mail (e-mail). One free e-mail service reports 
30 million current subscribers with an additional 80,000 joining every day. To set up a free e-mail 
‘account, click the button to the left, Follow the procedures to establish an e-mail account, When you are 
finished, send yourself an e-mail. 


In the News 
5 Py It is a computer user's nightmare — a button is clicked accidentally or a key is pressed unintentionally and 


am important message, document, or presentation is deleted. Happily, some software can restore a sound 
night's sleep by continuously copying open files to the hard drive, Not only are files kept safe, but you 
always can retur to earlier versions of a project. Click the button to the left and read a news article about a new software 
program. Who is introducing the program? What is the program called? What does it do? Who will benefit from using this. 
software? Why? Where can the software be obtained? Would you be interested in this software? Why or why not? 


